Y LHES
AR E ML paroccmn o, | CNFING-001-09
S&EMIA:
VACANCY ANNOUNCEMENT Closing Date 6 Apr 09
£17H:
Date of Issue 24 Mar 09
158584 Job title (Z#k Grade _4 /EBFHEHKLAD 3 ) HE A | 4. B EHB Area of Consideration
No-of | IBMLCIHAGERE (HEKM)
Current MLC/IHA Employee within Activity
Secretary #198 X B2 MLC/IHA it ( B (B EIE M)
(*’ﬁ%ﬂﬁk) Current MLC/IHA Employee in commuting distance
14 |OBMLCHAREB(EERXE)
ESEA BT (BR%% BT EA Current MLC/IHA Emplo;_/ee Japan Wide
Administrative  Blue Collar Trade _ Security Medical [ 5488 Off Base Applicant
2.88B% Activity
Commander U.S. Naval Forces, Japan
ACOS Communications (N6) %EFH@E%E Type of Employment
MLC
ENFEI/AT Working Place: Y okosuka L] .=LHA CIHPT
3. ENFE R work Schedule (38_40  FFRE il hraw ) X '%E P?rmanent
)7 B Work Days: 5 days aweek (Monday thru Friday) [ BR7E Limited Term (__» A Months)

7580 - /REE Work Hours: 0800 - 1645 Recess Period: 1200 — 1245
L] % #h Night Shift X 7% % Overtime [] Hi3E Business Travel

6.FEFEMN A Duties
See attached task list.

7.EBBEH  BFESEHE Qualification/Physical Requirements

a. One year of clerical, technical, or administrative work experience in any filed. If applicant does not have such work
experience, completion of 4-years college/university in any field may qualify him/her at 1-4 level.

b. Knowledge of policies, regulations and procedures regarding command directives/instructions/notices, Navy
correspondence, awards program, and government travel.

c. Skill in operating personal computer such as Microsoft Word, Excel and Access.

d. Ability to perform secretarial work such as scheduling appointments, screening calls and visitors, handling correspondence,
and arranging travels.

e. Ability to speak, read and write English at fluent proficiency level (LAD-3).

* Handicapped applicants may be accepted, depending on the degree and kind of disability.

FEE J7 English Language Proficiency : [ WAZEZL L None [ #0#Kk Basic []&#& intermediate D L #% Advanced [ J45EXDEEH

Exceptional

% J Educational Background : See blocks 7 & 8 | $23¥5E. /18 T 5F License/Certificate Required : 7/8 {15 B8 See blocks 7 & 8

BRI

= . .
8.f#H 9 % 4 M Application and Associated Documents Working Condition

*[X] 22 FE It 3 FA#K Application for Vacancy Announcement

*[X] PR REE Resume of Specialized Work Experience

*MEBAIL Complete * in [] BAFE T Japanese [X] #EET English [] &5 5 T4 Either
(] 5ZEEE a5 SEDE L Copy of Driver's License

C11& T/ SEBAZ M E L Copy of Certificate

X #EDEENZEEIBET 51 DDE L Certificate of English Proficiency (Copy)

X80 HYIF ZRafT L. IGHEEDEERES -FfT- KA ZE UL IR{EAHE (12cm x 23.5cm)
12c¢m x 23.5cm Envelope with Applicant’s Zip Code, Address, Name and a 80 yen stamp (MPS is unacceptable.)
X BAREZUSNDOAIE. NEABFIER /SR R— ~EFED 3 E— For non-Japanese citizen
applicant, copy of Alien Registration and Passport/Visa Copy




9. WESHEIRHSL Office to Submit

AE R MLCIIHABERR) &M (EREXRR) TR, REHANBVET . LEVEREYZ SR Z DLV,
BERHLTTEL.,. EXMHUIAZE. (HRO BRANERRYT— FEBHHY V2 —TORERMBIRHE LT
O0600K&Y, %206 0O OBFETIRIMAAETY ., )  Office to submit is different for Current MLC/IHA
Employees versus Off Base Applicants.  Please ensure to submit required application documents to the right office.
Applications must be received by the closing date of the Vacancy Announcement. (Application Drop Box under the
HRO Gate Office counter is accessible from 0600hrs to 1800hrs.):

GE®) LEER4ED “‘SRER" N MLC/IHAREXRRDADHZE., B GEREXR) Mo DEFELRITEH L
BYFFTDOTIIET S, Whenitem #4, “Area of Consideration” above shows “Current MLC/IHA employees” only,
Off Base applicants will be rated ineligible.

1. A (B MLC/IHAfEXER) &H 5 Current MLC/IHA Employees must submit to:
T238-0001 )| EfEZEE i AMT 1 Fih, Box 22 T238-0001 1 banchi Tomari-cho, Yokosuka, Box 22

KEBERBEEMBARAANERE (N132) COMNAVFJORJAPAN, Human Resources Office (HRO) Yokosuka
AI#R/Extension 243-8152 JN Employment Division (N132)

2. 588 (JEGEER) RH%k Off Base Applicants must submit to:

T238-0011 #8551 RAZABE T RAVER 1-6 F#EIL 4B T238-0011 Murase-Bldg. 4F, 1-6 Yonegahama-dori, Yokosuka
(R)EIBEEFEEFHEEBBEBEE A (LMO/IAA)  Yokosuka Branch of LMO/IAA

EEE—& Management Section

TEEEE = Phone 046-828-6959

Z{TEFRE - HEE—£82, 0830-1730 (HAMNDLRHE %R <) Operating Hours: Mon-Fri, 0830-1730 (Closed on Japanese
Holidays) *EBRAEHEOCERIEZ 6 5IZHERBLEHE T &Ly, Please contact LMO/IAA for questions on conditions of
employment.

10. B For Official Use

SEHETIE YA Activity POC : CNFJ MMO Code N11/Mr. Makoto Hashizume EE (DSN) 243-8161
PD No.: CNFJ-N6-010 PD is accurate and current. Certified by Activity: hy E§/23 (revd: 3/23)

EEEEZmZLTOLEWNMEE EBEORRIZAEY EFtH A, Incomplete applications will not be considered.
RESNEEZHEEEHIRL LEFEA Submitted applications will not be returned.

Rev: 10-31-06




1. Serves as a personal assistant to N6 Department Head Receives telephone calls and
visitors. Schedules appointments for supervisor without prior clearance in most instances,
insures that supervisor is fully briefed on the matters to be considered before the
scheduled meeting, and prepares for conferences by arranging for time, place and people.
Assumes responsibility for administration of supervisor’s immediate office performing
such duties as answering inquires including substantive questions not requiring technical
knowledge, reviewing incoming correspondence and taking routine and administrative
actions, coordinating matters with other offices for information, and drafting replies to
inquires or requests for information when technical knowledge is not rtequired. Types

routine correspondence for command signature. Makes any needed calls by request.
- (30%)

2. Processes all incoming and outgoing correspondences for the department, ensuring
proper internal routing and control. Performs routing, serializing, filing, copying, and
mailing of correspondence as assigned. Assists in the pick up and routing incoming mail.
Maintains accurate correspondence action control log and generates weekly tickler for

distribution within the department and maintains/monitors actions.
(25%)

3 Prepares Financial Requisition forms using CFMS and Fastdata, prepare TAD orders
using DTS and be familiar with WinATOS. Needs to have understanding of CNIC and

CPF funding lines.
(25%)

4. Maintains N6 command directives/instructions, Maintains master file of all CNFI
Instructions and Notices, routes all Instiuctions and Notices for annual review update and

distributes new directives as requested.
(10%)

5. Maintains department personnel files. Routes incoming documents FITREPs, EVALS,
and awards thiough the chain of command, tracks status of cach until signed by
appropriate authority and forwarded for presentation. Prepares smooth documents for N6

head and department schedule Performs other duties as required in support of N6.
(10%)
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